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MEMORANDUM FOR: \Déuty Director (Plans)
Ueputy Direetor (Intellizencs)

SUBJECT: Exgeptien te Fesition Evaluatien
Progeduras~-Secrotaries

1, The Director of i‘ersonnel has propesed and I bave
appreved a procedure whercby the grades of secretarisl
positions will be established on the basis of the erganiza-
tionel level and the relativs ispokrtance of the ofﬂze in
which each such position is located. This procedure is
customary in business and elaewhere in Geverrment. It will
rasult :ln & consiierable reduction in paperwork.,

2. Thé Supergrade Study factor puoint ratings anmd
recommended grade levels will be used as & basis for estab-
lishing the relative importance ¢f the offices in dsﬁem.ining
Becretarisl levels,

3. It is sy gested that you review the sbove with your
ataff, office, and division chiefs,

Sl
L. K. White
Deputy Direetor
(Support)
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